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¥AR  ?00D  ADIIDTISTMTIOIT 
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FRUIT  AlID  Y3GETA3L3  ME-MORAHDUl'-I  1*0*  5 

July  15,  1943 
TO:      ;   Re(^-ional  Administrators  and  Field  Smployees 
of  the  Fruit  and  Vegetalale  Branch. 

EROM:      ¥,  C,  HaslDrouck,  Sr.  Administrative  Officer,  Fruit  and 
Vegetahle  Branch 

SUBJECT: Fiscal  and  Other  Procedures  for  Fiscal  Year  Beginning 
July  1,  1943 

In  order  that  payment  of  vouchers  covering  expenses  incurred  in 
connection  v/ith  Fruit  an.d  Yegetal^le  Branch  activities  may  "be  securred  more 
promptly,  the  follov/ing  procedures  are  effective  Jnly  1,  1943. 

L3TTFR  OF  AUTHORIZATION;' 

All  Letters  of  Authorization  covering  the  activities  of  the  Fruit  and 
Tegetahle  Branch  -  except  those  relating  to  Lend-Lease,  Section  "32" 
War  Food  Administi-ation  (those  transferred  from  W.P.3.,  and  President's  ■ 
Emergency  Funds)  operations  ojid  the  regionalized  activities  of  the  Market 
!;Tev;s  Service  -  will  'oe'prepared  in  Washinegton. 

The  Finance  and  Accoujits  Division  in  'fashington  has  issued  instructions 
to  each  Branch  that  funds  must  he  encumhered  on  a  calendar  month  basis 
for  the  maintenance  of  activities  performed  under  station  Letters  of 
Authori?^ation.     In  order  that  the  Washington  Office  may  be  in  position 
to  know  what  the  expenditures  vrill  be,  it  becomes  necessary  for  each 
Officer  in  Cha.rge,  to  whom  a  station  Letter  of  Authorization  has  been 
issued,  to  submit  to  the  Washington  office  not  later  than  the  lOth  day  of 
each  month,  a  statement  indicating  estimated  funds  necessary  for  the 
operation  of  his  office  (station)  during  that  month.    This  estimated 
amount  need  only  shov/  -  se^oarately:  (l)  Salaries  paid  under  Letter  of 
Authorization  employment  only;  (2)  Funds  for  travel  and  expenses  incident 
thereto  and  (3)  All  other  operating  expenses.   ,(lt  is  anticipated  that 
employment  under  Letter  of  Authorization  wijl  be  very^ limited  -  necessary 
only  in  isolat-ed  cases ■  •  .  ' 

The  needs  for  July  have  been. estimated  by  the  Washington  office.  The 
respective  Officers  in  Charge  must,  however,  subiait  to  this  office  by  ■ 
August  10,  a  statement  of  estimated  funds  needed  for  Augnist  and  continue 
to  do  this  for  each  succeeding  mojith  throughout  the  fjsc^l  year.    A  small 
supply  of  forms  to  be -used' in  futniislaing  this  encumbrance  advice  accom]panies 
this  memorandum,*  Should  it  be  deterfiiliied,  after. an  estimate  for  a 
given  month  has  been  submitted  to  ■  Washington,  t-hat  the  amount  specified 
is  insufficient  to  meet  requirements,  a  supplemental  estimate  should  be 
submitted  at  once.     It  should,  in  all  cases,  be  borne,  in  mind  that 
salaries  for  those  employees  holding  regular  personnel  appointments  are 
not  to  be  included  in:  these;,  monthly  expenditure  estimates. 

*  Additional  supplies  raay  be  obtained- upon  request  from  the  Regional 
Admihistrative  Services'  Division.      '  ■ 


Sulj-Travel  Order 

Ihe  Officer  in  Charge  must  issiie  a  suli-travel  order  (^'orm  AMS-53)  to 
his  assistants  if  they  are  to  use  their  personally-ovmed  automobiles 
on  official  travel.     This  su"b-travel  order  must  "be  issued  for  each  r 
trip  and  he  issued  prior  to  actual  travel.     It  should  indicate  the 
station  Letter  of  Authorization  nurnher  -under  vrhich  it  is  issued,  the 
period  (time)  required,-  name  of  traveler,  his  official  station,  and  • 
estimated  funds  necessary  for  the  trip.    This  suh-travel  order  is 
issued  OiJLY  in  the  event  travel  is  to  "be  performed  by  personally-ovmed 
car.    The  mileage  rate  and  per  diem  allowanc*  as  shovm  in  the  suh- 
travcl  order  must  not  differ  from  that  shovm  in  the  station  Letter  of 
Authorization, 

A  voucher  covering  reimbursement  of  travel  expenses  must  be  submitted 
for  a-pproval,  by  the  traveler,  direct  to  the  Officer  in  Charge  of  the 
station  v/ho  authorized  his  travel.    The  Officer  in  Charge,  after  approval 
of  the  voucher,  must  then  submit  it  direct  to  the  Regional  Fiscal  Divi- 
sion for  auditing  and  payment;  for  example,  if  the  Officer  in  Charge  is 
stationed  at  Minneapolis,  Minnesota,  all  vouchers  covering  expenses  of 
his  office  (station)  vrill  be  sent  direct  to  the  Regional  Fiscal  Division 
of  the  Midv^est  Regional  Office  at  Des  Moines,  lovra. 

If  travel  is  necessary,  which  the  station  Letter  of  Authorization  does 
not  cover,  a  sub-travel  order  may  be  prepared  by  the  Regional  Supervisor 
if  the  travel  is  to  be  performed  within  the  confines  of  his  Letter  of 
Authorization,    The  voucher  covering  this  travel  should  be  routed  back 
to  the  Regional  Supervisor  v;ho  will  submit  it  to  the  Regional  Fiscal 
Division  of  his  respective  region;  for  example,  should  travel  be  ijerformed 
in  the  territory  covered  by  the  Regional  Supervisor  located  at  Chicago, 
this  reimbursement  account  must  bo  routed  back  to  the  Regional  Supervisor 
for  his  approval  and  he  vrill  then  submit  it  to  the  Regional  Fiscal 
Division  of  the  Great  Lakes  Region, 

If  any  travel  is  necessary  that  can  not  be  performed  under  the  provisions 
of  either  a  station  Letter  of  Authorization  or  the  Regional  Supervisor's 
letter  of  authorization,  th,an  approval  for  such  travel  must  be  obtained 
from  Washington 'before  it  is  made;  for  example,  if  an  employee  is 
stationed  at  Chicago  and  travel  is  necessary  to  Nov/  York,  this  in- 
formation must  be  submitted  to  Washington  so  that  a  Letter  of  Authoriza- 
tion may  be  prepared  to  cover  this  travel.     The  lollovring  information 
must  be  submitted  to  Washington  to  enable  us  to  prepare  a  proper 
Letter  of  Authorization: 

-    .      .'•      L.  A,  desired  for  John  A,  Jones,  Assistant  Marketing 
■  ■  Specialist;  Official  station  Chicago;  Travel  from 

Chicago  to  Hew  York  City  and  return;  Purpose  of 

assisting  vrith  the  v;ork  of  the  Processed  Foods  Office; 

Period  -  July  20  to  August  20,  1943;  Estimated  cost 

$175. 

In  requosting»the  transfer  of  an  official  station  from  one  point  to 
another,  a  Letter  of  Authoriza^tion  must  be  prepared  in  Washington, 
Information  along  the  following  lines  should  be  submitted  to  enable  us 
to  prepare  a  proi^er  Letter  of  Authorization; 


1 


-2-  (continued) 


L,  A.  desired ■ for  John  A.  Jones ,  Assistant  Marketing 
Specialist;  Official  Station  Chicago;  Change  of  Official 
Station  from  Chicago  to  Nev;  York;  Effective  Octoher  1; 
Sstiraatod  Cost  -  Movement  of  Household  G-oods  ozid.  Other 
Matters  -  $200. 

'T5A!TSP0HTA?IQH  HBqUigSTS  , 

All  Inquisitions  for  Government  Transportation  Requests  should -13  0"  suTj- 
mittod  through  the  Officer  in  Charge  direct  to  the  Regional  Fiscal 
Division  of  the  Regional  Office, 

APFLICATIOITS  JOR  AWAl'TCg  OY  FUIIDS  FOR  TRAVBL  EXPMGES 

Applications  (on  prescribod  form  1038)  for  an  advance  of  funds  in  order' 
to  perform  official  travel  should  "be  sutraitted,  through  the  Officer  in 
Charge  for  approval,  direct  to  the  Regional  Fiscal  Division  of  the  ■ 
Regional  Office.     It  shouJLd  he  'borne  in  mind  that  such  funds  cannot 
he  secured  unless  the  tra.veler  has  j^roviously  posted  a  surety  "bond  -  ,  • 
at  his  T)C!i'3onal  erjoonse  of  approximately  $5. 
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2SPARTiIIIL\T?AL  ID5ITTIFICATI0F  CARDS 

Rcauests  for  Departmental  Identification  Cards  must  "b6  sent,  through 
the  Officer  in  Charge  for  approval,  direct  to  the  Regional  Personnel 
Division,    These  cards  generally  are  for  use  hy  those  employees  re- 
ciuired  to  furnish  proper  official  identification  in  order  to  secure 
adinittancc  to  "buildings  or  estahlishments  (other  than  regular  place  of 
employment)  vrherein  it  hecomes  neceasai-y  to  conduct  official  husiness. 

PSRSOmiEL  APP0IITTM3i-I?S. 

Prior  approval  from  Washington  must  "be  secured  hefore  any  personnel 
appointment  can  "be  initiated  for  any  field  office  (station).  Such 
approval  will  he  granted  'bj  either  the  Chief,  the  Assistant  Chief,  or 
the  Sr.  Administrative  Officer  of  the  Branch,     In  su'oraitting  a  request 
for  ai\  appointment  it  v/ill  he  necessary  to  furnish  the  name  of  the 
proposed  employee,  grade,  designation  and  v/here  he  is  to  he  employed, 
and  the  approximate  date  of  desired  entrance  on  duty»    After  approval 
from  Washington  the  request,  aJong  with  Washington  approval,  should  he 
suhmitted  to  the  Regional  Personnel  Division  for  necessary  processing 
of  the  action  and  suhsequent  encujiihrance  of  funds.    Any  change  in  grade, 
or  vrithin  grade  promotion,  must  also  have  prior  approval  from  Washington^ 

PROCIjRBI^g  OP  SLTPLIBS 

All  requisitions  for  general  office,  laboratory  or  emergency  supplies 
must  he  suhmitted  direct  to  the  Regional  Adm.inistrative  Services  Division 
of  the  respective  Regional  Office,    The  appropriation  number  or 
designated  fund  to  he  charged  vrith  the  cost  of  such  supplies  must  he 
shown  on  every  requisition  -  of  any  kind.    This  appropriation,  or  fund 
n'oinher,  v;ill  he  the  same  as  that  shown  on  the  station  Letter  of  Author- 
ization issued  to  the  Officer  in  Charge, 

Prior  approval  for  the  requisitioning  of  other  than  general  office, 
laboratory  or  emergency  supplies  (such  as  those  covering  the  procurement 
of  desks,  chairs,  laboratory  eq_uipment,  etc)  must  be  secured  from 
Washington  before  a  reo^uisition  is  submitted  by  the  Officer  in  Charge 
direct  to  the  Regional  Administrative  Services  Division  for  fulfillment, 

TAX  BXISg^TIOlT  CBRTIPICATES  Ai'TD  TAX  3XEKPTI01T  IDBHTIPICATIOH  CARDS 

Applications  for  Tax  Exemption  Certificates  and  Tax  Exemption  Identifica- 
tion Cards,  used  in  connection  with  the  procurement  of  gasoline  and  oil 
for  the  operation  of  G-overnment-ovrned  vehicles  only,  should  be  sent, 
through  the  Officer  in  Charge,  direct  to  the  Regional  Administrative 
Services  Division, 

PERI.gT  TO  OPERATE  GOVBRl'IT-^ia.JT-OltTED  MOTOR  VEHICLE 

Applications  (on  prescribed  form)  for  an  official  permit  to  operate  a 
Government-owned  motor  vehicle  should  be  sent  through  the  Officer  in 
Charge  for  approval  direct  to  the  Regional  Administrative  Services 
Division, 


COTTRACTS 


All  requests  for  services  which  must  lie  ohtained  on  a  lease  or  rental 
"ba-sis,  such  as  garage  rental,  telephone,  etc,,  must  he  submitted  hy  the 
Officer  in  Charge  direct  to  the  Regional  Administrative  Services  Division 
for  action. 

BILLS  OF  LADING 

Memorandum  copies  (yellow)  of  G-overnment  Bills  of  Lading  should  no 
longer  he  mailed  to  Washington*    These  should  he  sent  direct  to  the  , 
Regional  Fiscal  Division,    The  appropriation  or  fujid  nujnher  should  he 
shovm  on  each  copy  of  the  b/L,     This  fund  numher  will  he  the  same  as, 
that  shovm  on  the  station  Letter  of  Authorization,    The  estimated  (or 
correct  if  known)  cost  of  the  shipment  must  always  he  indicated  on  thp 
yellov;  copy  of  the  B/L. 

R3P0RT  0?  OPBRATIOIT  0?  G-OVERITmT-OmMED  CARS 

Form  AD-186  -  "Record  of  Cost  of  Operation  of  C-overnment-owned  Motor-Pro- 
pelled Passenger-Carrying.  Vehicles"  should  no  longer  he  suhmitted  to 
Washington.    These  should  he  sent  hy  the  lOth  day  of  each  month  direct 
to  the  Regional  Administrative  Services  Division,    3ven  though  the  title 
of  this  form  indicates  that  it  is  to  he  suhmitted  only  in  connection  with 
passenger-carrying  vehicles  -  it  is  also  required  in  connection  with  the 
operation  of  Soverninent-ov/ned  trucks, 

YOUCEBRS 

ilo  field  voucher  vrill  he  loaid  in  Washington  for  expenses  incurred  or 
services  rendered  suhsequent  to  Julj  1,  1943;  accordingly  it  hecoraes 
necessary  tha.t  all  vouchers  for  services  rendered,  or  expenses  incurred, 
suhsequent" to  July  1  "be  sent  direct  to  the  Regional  Fiscal  Division  of 
the  respective  Regional  Office  for  payment  -  and  not  to  Washington, 
(Vouchers  covering  reimhursement  of  travel  e>rpenses  are,  of  course,  to 
he  first  suhmitted  to  the  Officer  in  Charge  for  approval,  vrho  v/ill,  in 
turn,  send  them  direct  to  the  Regional  Fiscal  Division.)    Vouchers  are 
to  he  sent  to  Washington  only  in  case  of  a  specific  request. 

In  order  that  funds  may  he  properly  encumhered  on  a  monthly  hasis  it 
vrill  he  ahsolutely  necessary  that  reimhursement  and  service  (Form  1054) 
vouchers  .he  in  the  Regional  Office  not  later  than  the  8th  day  of  the 
month  following  incurrence  of  the  expense.    Failure  to  suhmit  vouchers 
within  this  period  vrill  seriously  interfere  vrith  the  encumhrance  of 
funds,  as  all  vouchers  must  he  cleared  monthly, 

SUGG-FSTIOliS  FOR  FPJ]PARATIOIT  OF  TRAVi^L  E}CPSITSE  VOUClglRS 

The  Office  otf  Budget  and  Finance  has  issued  "Budget  and  Finance  Circular 
Ho.  553"  dated  January  11,  1943,   entitled  "A  Guide  to  Travelers  for 
Preparing  Reimhursement  Vouchers,"    A  copy  of  this  circular  should  he  in 
the  hands  of  every  traveler  vdio  incurs  expenses  for  which  he  will  seek 
reimhursement  under  the  provisions  of  his  travel  order.     Copies  may  he 
ohtained  from  the  Regional  Fiscal  Division,     It  is  very  informative  and 
a  fevr  hours  devoted  to  its  study  viill  greatly  haste^i  payment  of  reimh-orse 
m.ent  expense  account  vouchers  as  a  result  of  proper  preparation. 


_-ie  ifasuinrjton  Office  has  noted  many  vouchers  su"bmitted  vrith  the  following 
commonly  occurring  irregularities:  '  •  • 

If'  .  X  ailur.e .  t'o  properly  sign  the  accoimt. 

3*     failure  to  sign  Perm  1012-0  -  Statement  of  Travel  Toy  Motor  Vehicle, 

3,  Pailure  to  state  proper  official  station.    An  employee's  official 
station  in  all  instances  is  shovm  on  his  personnel  appointment 
papers,  and  should  not  he  confused  vrith  suhseqtient  temporary  points 
of  duty.     In  case  of  question  regarding  one '.s  official  station  - 
such  information  may  he  ohtained  through  the  Regional  Personnel 
Division,    An  employee  may  he  temporarily  assigned  or  detailed  from 
one  place  to  another,  hut  his  official  station  does  not  change  un~ 
less  a  formal  personnel  action  has  been  processed, 

4,  Pailure  to  initial  erasures  or  alterations  made  in  the  original 
figures  or  vrording  of  a  voucher.    Any  erasures  or  alterations  must 
ho  initialed  hy  the    person  claiming  the  reimhursement.  ■ 

5,  Failure,  to  attach  to  the  c:cpense  account  the  carhon  (vrhite)  copy 
of  Government  Transportation  Requests  used  for  official  travel  hy 
train,  hus  or  otlicr  common  carrier.    These  must  he  attached  to  the- 
expense  account  at  the  time  it  is  suhmittod  for  payment,  Failure 
to  do  this  v/ill  only  delay  paynop.t, 

S,     Claim  for  reimhursement  covering  traveler' s  cash  purchase  of  street 
car  tokens  and/or  hus  fares  or  telephone  calls  should  he  accompanied 
hy^a  statement  on  the  face  of  the  voucher  to  the  effect  that  such 
faros  or  calls  were  used  only  in  the  conduct  of  official  husiness. 

7;    The  original  and  one  carhon  copy  of  the  suh-travel  order  must  alv/ays 
accompany  a  reimhursement  expense  account  when  it  is  submitted  for 
payment,     (This  is  the  travel  order  issued  hy  the  Officer  in  Charge) 

8.  The  Letter  of  Authorization  numher  under  vrhich  reimhursement  is  claimed 
must  he  shovm  in  the  appropriate  space  at  the  top  of  the  voucher, 

9,  If  5^  per  mile  has  heen  authorized  for  the  use  of  personally-owned 
'  automohile  -  due  to  the  fact  that  the  traveler  is  carrying  grading 

'equipment,  this  should  he  indicated  in  claiming  the  5^  mileage  rate, 

10,    Any  unusual  items  of  expenditure,  or  deviation  from  regular  and 

proscrihcd  procedure  should  he  fully  ejcplained.    If  douht  arises  as 
to  vrhether  an  item  is  allov/ahle,  descrihe  the  circumstances  completely. 
This  v/ill  assist  the  auditors  in  their  consideration  of  any  such 
items. 

The  Budget  and  Finance  Circular  ITo. 653,  , ahove -mpntioned,  gives  much 
more  helpful  information.     Study  it . carefYily*- 

Attachraents  •  ■ 


